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PHUONG HAI HOA Déc 1ap - Tu do - Hanh phuc
S6: 69/Qb-UBND Hai Hoa, ngay 21 thang 3 nam 2024
QUYET PINH

Ban hanh Quy ché thuc hién dén chi trong hoat dong
cua UBND phwong Hai Hoa

UY BAN NHAN DAN PHUONG HAI HOA

~ Can cir Lugt T 0 chirc chinh quyén dia phwong ngay 19/6/2015; Ludt sua
doi, ‘bé sung mot so diéu cua Ludt To chuec Chinh phu va Ludt Té chirc chinh
quyén dia phuwong ngay 22/11/2019;

Can cir Ludt can bg, cong chirc ngay 13/11/2008;

Can cir Ludt Thuc hién dan chu ¢ co so ngay 10/11/2022; Nghi dinh
59/2023/NP-CP ngay 14/8/2024 ciia Chinh phii quy dinh chi tiét mét sé diéu cia
Luat Thuce hién dan chu o co so

Can cir Nghi dinh s6 04/2015/NP-CP ngay 09/01/2015 ciia Chinh phii vé
thue hién ddn chu trong hoat dong cua co quan hanh chinh nha nuoc va don vi
sw nghiép cong lap,

Theo dé nghi ciia Cong chirc Van phong - thong ké phirong.
QUYET PINH:

Picu 1. Ban hanh kém Quyét dinh ndy Quy ché thuc hién dan chu trong
hoat dong ctia co quan UBND phuong Hai Hoa.

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky ban hanh.

Piéu 3. Cac ong (ba) Cong chirc Vin phong - théng ké, can bo, cong
chtre, nhiing nguoi hoat dong khong chuyén trach phuong; cac Truong, pho khu
phé; cac to chiic, c4 nhan lién quan chiu trach nhiém thi hanh quyét dinh naygﬂ —

Noi nhin: ) TM. UY BAN NHAN DAN
- UBND thanh pho (b/c); [

- TT bang uy, HDND phuong (b/c); CHUTICH
- TT UBND phuong (c/d);

- Can b9, cong chirc, LDHD (t/h);

- Nhu Piéu 3;

- Luu: VT.

Pham Hong Quang
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QUY CHE

Thuc hiéiidan chi trong hoat dong cia co quan UBND phuwong Hai Hoa
(Ban hanh kém theo Quyét dinh s6 69/0P-UBND ngay 21/3/2024

cua UBND phuong Hai Hoa)

Nham phat huy quyén 1am chii ctia can bo, cong chirc va ngudi lao dong,
nang cao trach nhiém cta ngudi dimg dau co quan, don vi; gop phan xay dung
do1 ngii can by, cong churc, va nguoi lao dong la cong boc cua Nhan dan, co du
pham chét chinh tri, phdm chit dao duc, 16i séng, nang lyc va trinh do chuyén
moén, nghiép vy, lam viéc co nang suat, chat luong, hidu qua, dap tmg yéu cau
phat trién va doi méi cua dat nudc; phong ngira, ngan chan va chdng cac hanh vi
tham nhiing, ldng phi, quan liéu, phién ha, sach nhiéu Nhan dan. UBND phuong
Hai Hoa ban hanh Quy ché thuc hién dan chu trong trong co quan, v6i nhitng noi
dung nhu sau:

A . Chuong I
DAN CHU TRONG NOQI BQ CO QUAN

Piéu 1. Trach nhiém ciia Chii tich UBND phuong

1. Thyc hién dan chi trong quan 1y va diéu hanh hoat dong ciia UBND
phuong trong quan ly, sir dung, dao tao, boi dudng, thuc hién ché @6, chinh sach
dbi voi can bo, cong chirc va nguoi lao dong.

2. T6 chtic cac cudc hop giao ban dinh ky, hang tuan, hang thang, hang quy
va 6 thang dé danh gia ket qua thuc hién cac nhiém vu duoc giao va dé ra cac
nhiém vy, giai phap chu yéu phai thuc hién trong thoi gian téi cia UBND phudng.
Cubi nam, Chu tich UBND phuong phai t6 chirc danh gia tong két hoat dong ciia
UBND phuong tai Hoi nghi can bg, cong chic va nguoi lao dong quy dinh tai
Diéu 5 Nghi dinh s6 04/2015/ND-CP, ngay 09/01/2015 ctia Chinh phu vé thyc
hién dan chu trong hoat dong ctuia co quan hanh chinh nha nuéc va don vi su
nghiép cong lap.

3. To chitc danh gia dinh ky hang nim d6i véi can bg, cong chic thudc
thAm quyén quan 1y theo trinh tu, tht tuc quy dinh tai Nghi dinh 90/2020/ND-CP
ngay 13/8/2020 cua Chinh phu;

4. Ling nghe y kién phan anh, phé binh cuia can b, cong chue. Khi can

bd, cong chirc dang ky duoc gip va c6 ndi dung, 1y do cu thé thi bd tri thoi gian
thich hop dé gip va trao doi.
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5. Thong bao cong khai ‘dé can bg, cong chuc, lao dong hop dong biét
nhitng vi¢c dugc quy dinh tai Di€u 3 ctia quy ché nay

6. Ban hanh quy ché quan ly trang thiét bi lam viéc trong UBND phuong
bao dam thiét thuc, hi¢u qua, tiét kiém; sir dung tiét kiém kinh phi duoc cap; thuc
hién cac quy dinh vé cong khai tai chinh. Viéc mua sam thiét bi, phuong tién va
cac loai tai san cia UBND phuong phai thuc hién theo quy dinh cua phép luat.

7. Thyc hién cac bién phap phong ngura, ngan chdn hanh vi tham nhiing;
xur Iy va tao dleu kién dé co quan, to chic ¢ tham quyén xir Iy ngudi c6 hanh vi
tham nhiing; néu thiéu trach nhiém dé xay ra tham nhiing trong co quan, don vi
thi b1 xtr Iy theo quy dinh cta phap luét.

8. Chi dao viéc cung cip day du, kip thoi nhitg thong tin, tai liéu, cach
thic t6 chire thuc hién, trach nhiém thuc hién va trach nhiém gidi trinh nhitng noi
dung cong viéc trong UBND phudng duoc quy dinh tai Diéu 3, Diéu 4 ciua Quy
ché nay, trir nhitng tai liéu mat theo quy dinh ctia phap luat.

9. Xem xét, giai quyét kip thoi theo quy dinh ctia phap luat cac khiéu nai,
t cdo, kién nghi ctia can b, cong chirc, lao dong hop ddng va kién nghi ctia Ban
Thanh tra nhan dan cia UBND phuong; kip thoi bao cdo voi co quan co tham
quyén nhitng van dé khong thudc tham quyén giai quyét ctia minh.

10. Kip thoi xur Iy ngudi ¢é hanh vi can tré viée thuc hién dan chu trong
hoat dong cua UBND phuong va nguoi c¢6 hanh vi tra thu, tru dap can b, cong
chuc, lao dong hop dong khiéu nai, to cdo, kién nghi theo quy dinh cua phap luat.

Piéu 2. Trach nhiém cia can b, cong chirc

1. Nghiém chinh chép hanh néi quy, quy ché 1am viéc cia UBND phuong;
thuc hanh tiét kiém, chong lang phi va bao dam théng tin chinh xac, kip thoi;
thue hién cac quy dinh vé nghia vu, dao dirc, van hoa giao tiép, quy tic Gng xu,
nguyén tic trong hoat dong nghé nghiép va nhimng viéc khong duoc 1am theo quy
dinh cua phap luat.

2. Chiu trach nhiém trudc phap luat, trudc ngudi phu trach truc tiép va
truéc Chu tich UBND phuong vé viéc thi hanh nhiém vu ctia minh. Trong khi thi
hanh cong vu, can bg, cong chirc, lao dong hop dong duoc trinh bay ¥ kién, dé
Xuat viéc giai quyét nhimng van de thugc pham vi trach nhiém cua minh khac voi y
kién ctia nguoi phu trach truc tlep, nhung van phai chap hanh su chi dao va hudng
dan cta ngudi phu trach truc tiép, déng thoi co quyén bao luu y kién va bao cao
v6i Chu tich UBND phuong, Phé Chii tich UBND phuong phu trach khéi chuyén
mén. Ddi véi can b, cong chuc, lao dong hop déng duoc quyén ttr chdi thue hién
cong viéc hodc nhi€ém vu trai vo1 quy dinh ctua phép luat, duoc quyét dinh van dé
mang tinh chuyén mon gén véi cong viée hodc nhiém vu dugc giao.

3. Thyc hién phé binh va ty phé binh nghiém tac, phat huy wu diém, co
giai phap stra chira khuyét diém; thang thin dong gop ¥ kién dé xay dung nodi bd
UBND phuong trong sach, virtng manh.
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4. bong gop v }(ién vao viéc xay dung cac vin ban, dé an ctia UBND
phuong khi duge yéu cau.

5. B4o cdo ngudi co thAm quyén khi phat hién hanh vi pham phéap luat
trong hoat dong cua UBND phuong.

Piéu 3. Nhirng viéc can b, cong chirc dwoc biét

1. Nhirng vi¢e sau day Chu tich UBND phuong phai cong khai cho can bo,
cong chuc dugc biét:

, a) Chu truong, chinh sach ctia Pang va phdp luat cia Nha nudc lién quan
dén cong viéc cia UBND phuong.

b) Ké hoach cong tac hang nim, hang quy, hang thang, hang tuin cia
UBND phuong.

¢) Kinh phi hoat dong hang nam, bao gom cac ngudn kinh phi do ngin
sach nha nudc cap va cac ngudn tai chinh khac; quyét toan kinh phi hang nam
clia co quan, don vi; tai san, trang thiét bi clia co quan, don vi; két qua kiém toan.

d) Tuyén dung, dao tao, béi‘ dudng, diéu dong, bf) nhiém, luan chu‘yén, biét
phai, ttr chtrc, mién nhi¢m; hop dong lam viéc, thay doi chuc dglnh nghé nghiép,
thay do6i vi tri 1am viéc cua can by, cong chuc; cham dat hop dong lam viéce cua
nguoi lao dong; di cong tac nudc ngoai, giai quyet ché do, nang bac lvong, nang
ngach, danh gia, x€p loai can bg, cong churc; khen thudng, ky luat, thoi viée, nghi
huu doéi1 voi can bd, cong chuc; cac dé an, du an va vi¢c xay dung cac van ban
quy pham phap luat cia UBND phuong.

e) Cac vu viéc tiéu cuc, tham nhiing trong UBND phuong di duoc két
luan; ban ké khai tai san, thu nhap ctia nguoi c6 nghia vu phai ké khai theo quy
dinh cta phap luat.

g) Két qua thanh tra, kiém tra, gidi quyét khiéu nai, to cdo trong ndi bo
UBND phuong.

h) Cac ndi quy, quy ché cia UBND phuong.

i) Két qua tiép thu ¥ klen cua can bg, cong chuc, lao dong hop dong vé

nhimng van dé thudc tham quyén quyét dinh ciia Chi tich UBND phudng dua ra lay
¥ kién can b, cong chirc, lao dong hop dong quy dinh tai Diéu 4 ctia Quy ché nay.

k) Van ban chi dao, diéu hanh cta co quan quan 1y cip trén lién quan dén
cong viéc cua UBND phuong.

2. Chu tich UBND phuong c6 trach nhiém thoéng bao cho can b9, cong
chtrc, lao dong hop dong bi€t nhiing van dé dugc quy dinh trén day bang mdt
trong cac hinh thuec:

a) Niém yét tai UBND phudng.

b) Thong béo tai Hoi nghi cong chirc cia UBND phuong.

‘ ¢) Thong bao bang van ban gt toan thé can bd, cong chic, lao dong hop
dong.
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‘ d) Thong bao cho cac bo phan chuyén mon va cong chuc, lao dong hop
dong lam viéc trong cac bo phan do.
e) Thong bao bang vin ban dén Cép uy Chi bd, Ban Chap hanh Cong doan
phuong.
g) Pang trén hé thong Cong thong tin dién tir thanh phan cia UBND
phuong .
3. Thot han cong khai chdm nhat 13 03 ngay lam viéc, truong hop dac biét
khong qua 05 ngay ké tir ngay V,én ban dugc ban hanh hodc ké tir ngay nhéan dugc
van ban cua co quan, don vi cap trén, trir nhiing tai liéu mat theo quy dinh cua

phap luat. i voi van ban niém yét tai try UBND phuong cia UBND phuong thi
phai thue hién niém yét it nhat 30 ngay lién tuc ké tir ngay niém yét.

Piéu 4. Nhirng viéc can bd, cong chirc tham gia y kién, Chi tich UBND
phuong quyét dinh

1. Nhing viéc can bg, cong churc tham gia kién truc tiép hodc thong qua
dai dién trude khi Cha tich UBND phuong quyét dinh, gom co:

a) Chu truong, giai phap thuc hién nghi quyét ctia Pang, phap luat cua
Nha nudc lién quan dén cong viéc cuia UBND phuong quan ly.

b) Ké hoach cong tac hang nam cua UBND phuong.

¢) T6 chuc phong trao thi dua cia UBND phuong.

d) Bao cdo so két, tong két ciaa UBND phudng.

~¢) Cac bién phap cai tién, t6 chirc, hoat dong va 1é lréi lam viéc; phong,
chong tham nhiing, thuc hanh tiét kiém, chong lang phi, chong quan li€u, phién
ha, sach nhiéu nhan dan.
2 Ké hoach ‘guyén dung, dao tao, bdi dudng can bd, cong chuc, lao dong
hop dong; bau ctr, bo nhiém can bd, cong chuc.

h) Thuc hién cac ché d9, chinh sach lién quan dén quyén va loi ich cta can
bd, cong chuc, lao dong hop dong.

i) Cac ndi quy, quy ché cia UBND phudng.

2. Hinh thire 1y y kién tham gia:

Can clr ndi dung cong viée can lay y kién tham gia cta can bo, cong chirc,
lao dong hop dong, Chu tich UBND phuong ap dung mét trong ba hinh thirc
tham gia y kién sau day:

a) Can b, cong chure, lao dong hop dong tham gia y kién truc tiép hoic
tham gia y kién thong qua by phan chuyén mon.

b) Thong qua Hoi nghi can bd, cong chirc, ngudi lao dong hang nam cua
UBND phuong.

¢) Phat phiéu héi ¥ kién truc tlep, gui dy thao vin ban dé can b, cong
chtic, lao dong hop dong tham gia ¥ kién.
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Pitu 5. Nhirng viéc can bd, cong chirc, lao dong hop dong giam sat,
kiém tra

1. Nhimng viéc can bd, cong chirc, lao dong hop dong giam sat, kiém tra,
gom cO:

a) Thuc hién chu truong, chinh sach ctia Pang va phép luat cua Nha nudc,
ké hoach cong tac hang nam cua UBND phuong.

b) Str dung kinh phi hoat dong, chap hanh chinh sach, ché d6 quan 1y va sir
dung tai san cua UBND phuong.

¢) Thyc hién cac ndi quy, quy ché cia UBND phudng.

d) Thuc hién cac ché do, chjnh sach cua Nha nuée vé quyén va loi ich cua
can bo, cong chuc, lao dong hop dong trong UBND phuong.

e) Giai quyét khiéu nai, t6 cdo trong ndi bd UBND phuong.

2. Viéc giam sat, kiém tra ctia can bo, cong chuc, lao dong hop déng doi
v6i1 nhiing van dé néu trén dugc thuc hién thong qua ba hinh thac sau day:

a) Thong qua hoat dong cia Ban Thanh tra nhan dan cia UBND phuong.

b) Thong qua kiém diém cong tac, tu phé binh va phé binh trong cic cudc
hop dinh ky ctia UBND phuong.

c¢) Thong qua hdi nghi cong chirc hang nam cua UBND phuong.

. Chuong 11 _ ]
DAN CHU TRONG QUAN HE VA”GIAI,QUYET CONG VIEC VOI
CONG DAN, CO QUAN, TO CHUC CO LIEN QUAN

Piéu 6. Trach nhiém ciia Chii tich UBND phuong

1. T6 chirc, chi dao va kiém tra viéc niém yét cong khai tai truy UBND
phuong lam viéc va dang tai trén Cong thong tin dién tir thanh phan cua UBND
phuong dé cong dan, co quan, t6 chirc (sau day goi chung la cong dan, t6 chirc)
biét cac ndi1 dung sau:

a) Bo phan chiu trach nhiém giai quyét cong viéc c6 lién quan.

b) Thu tuc hanh chinh giai quyét cong viéc.

¢) Méu don tir, ho so cho timg loai cong viéc.

d) Phi, 1€ phi theo quy dinh.

e) Thoi gian giai quyét timg loai cong viéc.

2. Chi dao va kiém tra can bo, cong chiic trong viéc giai quyét cong viéc
ctia cong dan, to chire; kip thoi ¢6 nhirng bién phap xtr 1y thich hop theo quy dinh
cua phap luat d6i voi nhitng can bo, cong chirc khong hoan thanh nhiém vu, thleu

tinh than trach niém, sach nhiéu, gay phién ha, tham nhiing trong viéc giai quyét
cong vi¢c cua cong dan, to chirc.
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3. Chi dao viéc bd tri noi tiép dan, thuc hién viéc tiép dan va to chirc hom
thu gop ¥; chi dao Van phong UBND phuong cung dai dién Ban Thanh tra nhan
dan cua UBND phuong hang tudn mé hom thu gop ¥, nghién ciru va dé xuat giai
quyét cac ¥ kién gop ¥ duogc gui dén, bao cdo Chu tich UBND phuong dé dé ra
cac bién phap hop 1y nham tiép thu va giai quyét cac ¥ kién gop ¥.

4. Thong bao dé cong dan, t6 chirc cua dia phuong biét va tham gia dong
gop ¥ kién d6i voi nhimng chuong trinh, dy an do UBND phuong xay dung hodc
t6 chtrc thuc hién c6 lién quan dén sy phat trién kinh té - x4 hoi cua dia phuong.

5. Cu nguoi co trach nhiém gdp va giai quyét cong viéc co lién quan khi
cong dan, t6 chirc c6 yéu cau theo quy dinh cua phap luat; nhiing kién nghi, phan
anh, phé binh cua cong dan, t6 chirc phai dugc nghién ctru va xu ly kip thoi.

Piéu 7. Trach nhiém cia can bd, cong chirc, lao dong hop dong

1. Chi duogc tiép nhan tai liu va giai quyét cong viéc cia cong dan, to
chtrc tai tru so 1am viéc cia UBND phudng theo quy dinh tai Quy ché 1am viéc
cua UBND phuong; bdo vé bi mat Nha nudc, bi mat cong tac va bi mat thong tin
vé ngudi td cdo theo quy dinh cta phap luat.

2. Khi cong dan, td chirc co yéu cau can bo, cong chirc co trach nhi¢m giai
quyet cac yéu cau do6 theo tham quyén. Nhing viéc khong thudce tham quyen gidi
quyet can bg, cong chirc, lao dong hop dong phai thong bao dé cong dan, t6 chirc
biét va hudng din cong dan, t6 chirc dén noi c6 tham quyen giai quyét. Can bo,
cong chirc khong duoc quan li€u, hach dich, cra quyén, tham nhiing, gay kho
khan, phién ha, sach nhiéu trong giai quyét cong viéc ctia cong dan, t6 chic.

3. Cong vi€c cua cong dan, t6 chtrc phai duoc can bo, cong chirc nghién
ctru xur ly va kip thoi giai quyet theo ding quy dinh cua phap lut va ndi quy, quy
ché cia UBND phuong.

4. Nhiing cong viéc di co thoi han giai quyét theo quy dinh thi can bo,
cong churc phai chap hanh ding thot han d6. Truong hop phire tap doi hoi phai co
thoi gian dé nghién clru gidi quyét thi can bd, cong chirc cé trach niém bao cio
ngudi phu trach tryc tiép dé nguoi truc tiép phu trach bao cao lanh dao UBND
phudng va kip thoi théng bao cho cong dén, t6 chie biét theo quy dinh.

Pi¢u 8. Quan h¢ giira Chii tich UBND phwong véi co quan, don vi cap
trén

1. Chap hanh quyét dinh cta cip trén. Khi c6 can ¢t cho rang quyét dinh
do la trai phap luat thi phai kip thoi bao cao bang van ban véi nguoi ra quyét
dinh; truong hop nguoi ra quyét dinh van quyét dinh viéc thi hanh thi nguoi thi
hanh phai chap hanh nhung khoéng chiu trach nhiém Ve hau qua cua viéc thi hanh,
ddng thoi bao céo céap trén truc tiép cua nguoi ra quyét dinh. Nguoi ra quyét dinh
phai chiu trach nhiém truéc phap luat vé quyét dinh ctia minh.

2. Phan anh nhitng vudng mic, kho khan trong qua trinh thyc hién chirc
nang, nhi€ém vu cua minh; kién nghi co quan, don vi cap trén nhiitng van dé khong



phu hop, can sira d6i, bd sung trong cac ché d6, chinh sach, cac quy dinh cua
phap luat va trong chi dao, diéu hanh cta co quan, don vi cap trén.

3. Tham gia dong gop ¥ kién, phé binh d6i voi hoat dong cua co quan, don
vi cap trén; co trach nhi¢m nghién ctu, tham gia y kién vao cac dy thdo vé ché
do, chinh sach, van ban quy pham phap luat do co quan, don vi cap trén yé€u cau.

4. Bao cao co quan, don vi cap trén tinh hinh cong tac cua co quan, don vi
minh theo quy dinh; dbi véi nhing van dé& vuot qua tham quyen giai quyét thi
phai kip thot bado cdo, xin y klen chi dao cua co quan, don vi cap trén. NO1 dung
béo cdo 18n co quan, don vi cAp trén phai khach quan, trung thuc.

Piéu 9. Quan hé giira Chii tich UBND phwong véi co quan, don vi cip

&

dwoi

1. Thong bao cho cac bd phan chuyén moén tryc thuoc UBND phuong, cac
khu phd (sau day duoc goi 1a co quan cdp duéi) nhitng chu trwong, chinh sach
ctiia Pang va cac quy dinh cta phéap luit lién quan dén hoat dong va pham vi trach
niém cua co quan, don vi cép dudi; chi dao, huéng dan va kiém tra hoat dong cua
co quan, don vi cdp dudi va chiu trach niém vé nhimg hanh vi pham phap luat
ctia co quan, don vi cip dudi néu nhimg hanh vi pham ndy ¢6 nguyén nhan tir su
chi dao, huéng dan cua minh.

2. Nghién ciru, kip thoi giai quyét cac kién nghi ctia co quan, don vi cip
dué6i; dinh ky lam viéc v6i ngudi dimg dau co quan, don vi cip dudi. Khi nguoi
dung dau co quan, don vi cap dudi ding ky lam viéc thi phai tra 15i cu thé viéc
tiép va lam viéc.

3. Khi can thiét, phai cir can bg, cong chire, dén co quan, don vi cap dudi
dé trao doi, nghién ctru, giai quyét nhitng van dé cu thé cua co quan, don vi cp
dudi; phai xtr Iy nghiém khac nhitg can bd, cong chirc bao cdo, phan anh sai su
that, khong trung thuec.

) Chuong I11
PIEU KHOAN THI HANH

Piéu 10. Tat ca can bo, cong chirc, nguoi lam viée khong chuyén trach
phu(mg; ce}c Trudng, pho khu phd; cac to chirc, cd nhan c6 trach nhiém thuc hi¢n
tot quy ché nay.

Diéu 11. Cong chirc Van phong - thong k& phuong ¢6 trach nhiém kiém
tra va theo doi viéc thuc hién Quy ché nay.

‘Diéu 12. Trong qua trinh thyc hién néu phat hién nhing van dé phat sinh
moi1 can stra doi, bé sung cho phu hop véi thuc té, can kip thoi bao cdo, dé xuat
voi Chu tich UBND phuong thong qua Van phong UBND hodc Ban Chép hanh
Cong doan dé giai quyét./.
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